
NEW DRIVEWAY 

Applicant determines where new driveway will 
be located. 

Driveway location approved by Town, County, or 
State (depending on the road).   Waupaca County 
Property Address Application form is completed by 
town.  Towns should determine if new driveway will 
become the principal access for a third property.  If 
so, the principal driveway is required to be named.  
New road name should be written on address 
application form. 

Applicant brings in or mails in the completed Property 
Address Application form to the Land Information Office.  
Land Information staff assigns or declines to assign the 
address.   
 

IF ADDRESS IS 

ASSIGNED 

Applicant receives a copy of 
completed application and a 
temporary address sign. 
 

Land Information Office 
sends copy of approved 
application to Township. 

Land Information Office 
enters data into GIS and 
updates E911 system.  
Post office and other 
gov’t agencies are 
notified of new address.  
EM/Dispatch is notified 
of new addresses. 

Town contacts land owner 
about ordering and placing new 
permanent sign.   
 

IF ADDRESS IS NOT ASSIGNED 

There are two principal reasons  
why an address is not assigned.  
First, the required signature of a 
town official or the proper permit 
number is not on the form.  Second, 
is when a new driveway becomes 
the 3

rd
 access on a shared driveway, 

resulting in the creation of a new 
private road. 
  

If new driveway becomes the principal 
access for a third property, the driveway 
shall become a named roadway.  
Applicant will contact the town regarding a 
new private road name. 
 

If new private road is required, town will contact Land Information 
Office for approval of road name.  New addresses for the existing 
structures along new road will be determined by Land Information.     
The town should work with residents along the new private road to 
determine potential names. 
 

Town will contact Land Information Office to 
receive approval of new road name.  Town 
works with existing land owners to determine 
the name.  Also, the addresses of the existing 
addresses along new road will be determined 
by the Land Information Office. 

Town informs applicant of new 
road name.  Applicant uses new 
road name on address application. 
 

Town notifies existing owners of 
new road name and new 
address. 
 

Town notifies existing 
owners of new road name 
and new addresses. 
 

Town orders and places new 
permanent signs.  

TOWN 

Land Information Office 
enters data into GIS and 
updates E911 system.  
Post office and other gov’t 
agencies are notified of 
new and changed 
addresses.  EM/Dispatch is 
notified of new addresses. 
 

EM/Dispatch enters new 
address into E911 
system. 
 

IF NEW 

PRIVATE ROAD 

IS REQUIRED 

 

Town notifies applicant of 
new road name.  Applicant 
uses new road name on 
address application. 
 

Township contacts Land 
Information Office to 
inform them that 
addresses and road sign  
have been physically 
changed. 
 

Town contacts land owners 
about ordering and placing new 
permanent signs for the existing 
driveways.    

Township contacts Land 
Information Office to inform 
them that addresses and road 
signs have been physically 
changed on EXISTING 
structures. 
. 

Land Information Office enters 
data into GIS and updates 
E911 system.  Post office and 
other gov’t agencies are 
notified of address change. 
EM/Dispatch is notified of 
changed addresses. 
 

EM/Dispatch enters new 
address into E911 
system. 
 

Township contacts Land 
Information Office to inform 
them that address sign has 
been physically placed. 
 

Land Information Office updates 
the GIS and updates E911 
system.   

EM/Dispatch enters new 
address into 911 
system. 
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